% A Al College of Occupational
" '\v/. Therapists of Manitoba
Quality Occupational Therapy - Accountable to Manitobans

New Grad Online Registration Guide

Purpose:

This Guide provides helpful information and screen shots to assist with using the online system for the COTM
Initial Registration.

COTM Registration Process Steps

Section 1: Contact COTM Section 5: Uploading Documents
Section 2: Complete the Initial Application Contact Section 6: Invoice

Section 3: Login Information Section 7: Finalizing Registration
Section 4: Logging into Member Portal Section 8: COTM Member Area

Section 1: Contact COTM

When you are ready to begin your registration you will need to contact COTM at registration@cotm.ca. COTM will get
back to you via email providing you with a link that will bring you to Step 2

Section 2: Complete the Initial Application Contact

Once you receive the email from COTM, following the link will bring you to the Initial Application two -step
process.

Step 1

In Step 1 you will be required to complete your contact information and the type of application that you are
applying for

OT Occupational
W' Therapists

Initial Application - Step 1 of 2

College of Oc

7 - 120 Maryland Stre:
wwcotm.ca = Phone: (204) 957-1214

pists of

g, Manitoba, R3G 1L1 .F L

7-1214 Toll-Free - Fax: (204) 775-2340
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mailto:registration@cotm.ca

You must fill in all the required information:
1. First name

2. Last name

3. Email
4. Phone
5. Mobile

6. Application Type — The application type for new grades will be Regular
7. Address

Once you have completed all required fields press continue to proceed to Step 2.

Step 2

In Step 2 you are required to complete your OT Education information.

Occupational
" ‘ \ 4 Therapists
b I Quality Occupational Therapy - Accountable to Manitobans

Initial Application - Step 2 of 2
Please enter the educational information describing your basic occupational therapy credential or the first credential you obtained that entitles you to practise occupational therapy

@ | Institution Program Degree Field of Study End year

Once you click "Save” your application for registration with COTM will begin and COTM will contact you with instructions regarding the application process

Save

College of Occupational Therapists of Manitoba

7 - 120 Maryland Street, Winnipeg, Manitoba, R3G 1L1 f ’
www.cotm.ca - Phone: (204) 957-1214 or 1-866-957-1214 Toll-Free - Fax: (204) 775-2340

Click on the + sign on the right hand side to add a new record. The following screen will pop up.
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Add/edit education

Institution *

Program

#*

Degree

Field of Study: *

*

End year

Cancel

You must fill in the following fields using the drops down menus:
1. Institution

2. Degree

3. Field of Study

4, EndYear

Under the program field, type in the name of you OT program. There is no drop down menu for this field.

Save
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Here is an example of a completed Education section. Your information may vary.

Add/edit education

Institution *

University of Manitoba

Program

MOT

*

Degree

Prof Master's

Field of Study: *
Occupational Therapy

End year: *

2020| .

Cancel Save

After you have completed hit save and it will take you back to the previous screen but you will
see your education listed. You can then hit save and you will receive the message below.

You will be contacted by COTM in 2-3 business days

@ Ok
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Section 4: Login Information

After you have submitted you information you will receive an email from COTM Admin. This email will
contain your user name and temporary password to login to the COTM Member Area. An example or
the email is below.

Hello Carmen Funk,
Your account has been created successfully.

Your login: 29694
Your password: nZfwhAQO?2

The link to login will be provided to you in an email once COTM has reviewed your initial information.

Step 4: Logging into Member Portal

After COTM has reviewed your initial information you will receive an email from COTM indicating that
you can begin to upload your documents and providing the link to the login page.

Occupational
Therapists
- _ad - - Guality Occupational Therapy - Accountable to Manitoban!

Welcome to the login page.

Forgot password ?

Login ¥

College of Occupational Therapists of Manitoba

7 - 120 Maryland Street. Winnipeg, Manitoba, R3G 1L1 f ’
www.cotm.ca = Phone: (204) 957-1214 or 1-866-957-1214 Toll-Free - Fax: (204) 775-2340

Enter your login information that was sent to you via email as outlined in Step 3. After your login is
successful you the following home screen will open.
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* College of Occupational 3
‘ Therapists of 3 Carmen Funk -
Guality Occupational Therapy - Accountable to Manitobans

Attachment

Welcome

2] [C 4

Help  Disconnect

default v

Welcome to the COTM Member Portal. The Portal allows you to update your Member Profile at any time during the year and to keep track of your CCP requirements.

The tabs starting on the left of the navigation bar open to sections of your profile information. You can update this information at any time that a change occurs.

Every year when Renewal opens, a new tab on the right hand side of the navigation bar allows members to complete their Renewal and pay the Renewal fee online.

FOR RENEWAL RECEIPT AND MEMBER CARDS: GO TO THE REGISTRATION TAB AND CLICK ON “RENEWAL HISTORY".

College of Occupational Therapists of Manitoba

7 - 120 Maryland Street, Winnipeg, Manitoba, R3G 1L1
www.cotm.ca - Phone: (204) 957-1214 or 1-866-957-1214 Toll-Free - Fax: (204) 775-2340

Section 5: Uploading Documents

When you are ready to begin to upload your documents from the home screen you will select the
Attachment selection on the left hand side of the screen. The Registration Documentation Screen will

open listing all of your required documents.

p & College of Occupational -
‘ M Therapists of Manitok Carmen Funk -
Guality Occupational Tharapy - Accountable to Manitobans
Attachment

Registration documentation

This form allows you to attach copies of required documents for your application. (To upload a document, double-click on the line).

Document Attachment Document status Status Date
b | Photo ID (source: Applicant) 6/2/2020
, | Griminal record check (source Applicant o n
unless sent directly to COTM)
, | Prior degree (non-occupational therapy) S
(source: Applicant)
, | Professional iability insurance source: ey
Applicant)
, | CAOT Confirmation Emal (re:NOTCE) s
(source: Applicant)
, | Initisl Application Form (source: N
Applicant)
, | Supenision Confirmation Form (source J—
Applicant)
b | Letter from University (source: 3rd party 6/2/2020
, | Confirmation of Transcript Order (source BB
Applicant)
College of Occupational Therapists of Manitoba
7 - 120 Maryland Street, Winnipeg. Manitoba, R3G 1L1 £ v

(2]

& default ~

Help  Disconnect

Committee
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To begin uploading your document select the document that you would like to upload and press the
arrow in the first column.

= v College of & @ ® default o
Therapists of toba Carmen Funk - Help  Disconnect
Quality Occupational Therapy - Accountable te Manitobans
Attachment Committee
Registration documentation
This form allows you to attach copies of required documents for your application. (To upload a document, double-click on the line).
O Document Attachment Document status Status Date
3 Photo ID (source: Applicant) 6/2/2020

Ci | d check (. Applicant
b nminal FEEDI: check (source Applican 6/2/2020
unless sent directly to COTM}

Prior d - i | th
. rior degree (non-occupational therapy) B/2/2020
(source: Applicant)

Professional liability i g
5 o Fj‘asmna iability insurance source B8/2/2020
Applicant)

. CAQT Confirmation Email (re:NOTCE) 6/2/2020
(source: Applicant)

Initial Application Form (source:

3 6/2/2020
Applicant)

i Supnjwlsmn Confirmation Form (source 6/2/2020
Applicant)

b Letter from University (source: 3rd party 6/2/2020
Confirmation of Transcript Order (source: 67212020
Applicant)

College of Occupational Therapists of Manitoba
7 - 120 Maryland Street, Winnipeg, Manitoba, R3G 1L1 .F '

The following screen will open

&

Attachment

Select files_..

Cancel Save

Press the Select File button to locate the document on your computer.

7|Page



Attachment: * Intiail application9.PNG

Select files

Cancel Save

After you have selected your file, press save to close this screen and proceed with upload all remaining
required documents in the same way.

The following documents will be required for upload

Initial Application form — Found on the COTM website

Photo ID

Criminal Record Check — applicant to upload unless sent directly to COTM
Prior Degree ( non-occupational therapy)

Professional Liability Insurance

CAOT Confirmation Email (re NOTCE)

Confirmation of Transcript Order

Supervision Confirmation From

Letter from the University — sent directly to COTM.

Lo N RWNPRE

Once all of your documents have been uploaded COTM will review and finalize your registration.

Section 6: Invoice

Once COTM has completed the review of your registration documents you will be able to log back into
the Member Portal to pay your invoice.

Occupational & (2] 3 default .
¥ Therapists Carmen Funk - 1581  Help  Disconnect

Contact information Education Employment Fitness & Conduct Insurance CCP Documents Other RBPA Attachment Committee

=> Transaction History Registration v

Welcome

Welcome to the COTM Member Portal. The Portal allows you to update your Member Profile at any time during the year and to keep track of your CCP requirements.
The tabs starting on the left of the navigation bar open to sections of your profile infermation. You can update this information at any time that a change occurs.
Every year when Renewal opens, a new tab on the right hand side of the navigation bar allows members to complete their Renewal and pay the Renewal fee online.

FOR RENEWAL RECEIPT AND MEMBER CARDS: GO TO THE REGISTRATION TAB AND CLICK ON “RENEWAL HISTORY”.
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From the home screen select Transaction History.

This will provide you with a list of invoices.

i College of Occupational hd i default
Therapists of \itoba Carmen Funk - 15681  Help  Disconnect
Quality O Therapy - o
Contact information Education Employment Fitness & Conduct Insurance CCP Documents Other RBPA Attachment Committee
Transaction History Registration »
Transaction History
Number Total
PIV4370 750.00 Pay <:
1-10of 1items
College of Occupational Therapists of Manitoba
7 - 120 Maryland Street, Winnipeg, Manitoba, R3G 1L1 f ’
www.cotm.ca - Phone: (204) 957-1214 or 1-866-957-1214 Toll-Free - Fax: {204) 775-2340

information.

Select the Pay button for the invoice that you want to pay and complete the required credit card

COT™™M

Contact

Colle

e of Occupational
Therapists of Manitoba

Quality Occupational Therapy - Accountable to Manitobans

Transaction History

Invoice Details:
Product

Inital Application Fee

2019-2020 June - August

Credit Card Number :

Expiration Date :

Fitness & Conduct Insurance CCP Documents

Transaction History

Payment mode: *

01w 2020 »

Card Verification Number :

Pay Invoice >

& =] =
Carmen Funk - 1581 Help Disconnect | o=t ~

Cther REPA | Attachment
Registration v
Taxes
o
Sub-total 750.00
Total to pay 750.00
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Section 7: Finalizing Registration

After COTM has received notification of your paid invoice, your registration will be finalized. You will

receive an email containing the following:

PwnNE

website (discussed in Section 8)

Letter confirming your registration and outstanding requirements ( i.e.: NOTCE)

Consent form that you will need to read and return to COTM

Employment Statics Form that will need to be completed and returned to COTM

The email will also contain information about logging into the COTM Member Area of the

Once you receive this information you will be able to log into your member portal and print of a copy of

your card and receipt. You will be able to access these under Renewal History

=

Occupational & (2]
V| Therapists Carmen Funk - 1581  Help  Disconnect

Contact information Education Employment Fitness & Conduct Insurance CCP Documents Other REPA Attachment Committee

Transaction History

Welcome

Welcome to the COTM Member Portal. The Portal allows you to update your Member Profile at any time during the year and to keep track of your CCP requirements.
The tabs starting on the left of the navigation bar open to sections of your profile information. You can update this information at any time that a change occurs.

Every year when Renewal opens, a new tab on the right hand side of the navigation bar allows members to complete their Renewal and pay the Renewal fee online.

FOR RENEWAL RECEIPT AND MEMBER CARDS: GO TO THE REGISTRATION TAB AND CLICK ON “RENEWAL HISTORY".

Section 8: Member Area of Website

When you receive your email confirming your registration with COTM it will contain information about

logging into the COTM Member Area of the website.

From the COTM homepage, you will select the Member Area.

Occupational B ocn & contacTus
b s 5

ABOUTUS | YOUAND YOUR OT

Y ot 7d
Working to serve and protect the
public interest

COTM's mission is to protect the public by regulating, advocating and advancing safe, ethical
and quality occupational therapy practice in Manitoba.
Learn more about us —»
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The following screen will open.

Occupational 8 ocin ¥ conTacT Us
Therapists ) D

; . Search cotm.ca
Quality Occupational Therapy - Accountable to Manitobans

ABOUT US YOU AND YOUR OT REGISTRATION LITY PRACTICE RESOURCES MEMBER AREA

Login

Email Address

Password

LOGIN

Forgot your password? / First time logging-in?

For your first login to the Member Area enter your email address and select forgot my password. This
will allow you to set up a new password.

Once you have completed your password setup you are now able to access all of the information and
documents that COTM has available for their members.

Occupational 8 1ocouT g conTACT US
Therapists
Quality Oceupational Therapy - Accountable to Manitobans | Search cotm.ca D

ABOUT US ¥OU AND YOUR OT RESOURCES MEMBER AREA

MEMBER AREA

Member Portal M e m be r A rea

Registration

Current Renewal Login to the COTM Member Portal with your email address, your COTM

" h

4-digit r b ber, or your sy assigned

Conversion of Registration
Renew your registration, update your contact information, download your
official tax receipt and member card, upload your CCP files and more!

Changes To Practice
£ ACCESS MEMBER PORTAL
FAQ

Continuing Competence

Completing Registration

As of Friday, March 20, 2020, the office will be closed however we will
continue to operate with all staff working from home.

We will be answering emails and will be monitoring the phone. If you call
the office, please leave your email address as this may be the most
efficient way to be back in touch with you.

Self-Assessment

Professional Development
Plan

PREP Module

Manv of vou will be workina to assist the health svstem in anv wav vou can
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